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• To run a report, click on the Report link on the left side screen.  A list of categories
will appear on the right side on the screen.

• Click on the  next to a category to display the reports listed inside.

• Click on a Report name and a description of the report will appear on the right.

• Choose the desired date in the Time Period box at the top.

• Use the drop-down list in the Show box to select a group of employees to report on.

• To change reporting options, click on the Set Options tab.
• Click on an option on the left side of the screen.
• Make any changes to the requested information on the left side of the screen.

• Click Run Report on the toolbar.

• To check the status of your report and view it, click on the Check Run Status tab.

• Click on the Refresh tab until the status is complete.

• Highlight the report and either double-click on the name or click View Report.  The
report will automatically be opened with Adobe Acrobat Reader.


